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INSTRUCTIONS

STD. 750 (REV. 6-94) REVERSE

A. Prior to the rating period, supervisors identify
the critical performance elements for the mana-
gerial positions under their control. These are
compiled into work plans for each managerial
employee, which are reviewed with the employ-
ee along with the Managers' General Standard
and any applicable program specific performance
standards.

B. During the rating period (typically the fiscal
year), interim performance ratings are given at
least every six months.

C. At the conclusion of the rating period, the super-
visor recommends an overall rating and discuss-
es it with the employee. The employee is given an
opportunity to attach his/her own comments
(including appeals) to the summary sheet.

D. The recommended rating and any employee
comments are submitted to a designated higher
level authority for review. Depending on the size
and preference of the department, the higher
level reviewer might be a division chief, the chief
deputy director, or a panel of top level depart-
mental managers. In the small departments, the
appointing power may be the higher level re-
viewer. Larger departments might have a num-
ber of reviewers at this level (each being respon-
sible for a particular part of the department)
while smaller departments would probably have
only one. In any case, the role of these reviewers
would be to:

• Determine if the ratings are factually accu-
rate, properly documented, and consistent
with their own impression of how the em-
ployees' performance meets the Managers'
General Standard.

• Consider all submitted ratings collectively
to ensure that the managerial rating stan-
dards are being consistently applied and
that the overall group of ratings effectively
and accurately distinguishes the various
levels of performance that are present with-
in the rating group.

• Consider any employee comments/appeals
and determine what impact, if any, they
should have on the rating.

Any changes in the ratings must be supported
by written comments and must be communicat-
ed back to the employee and supervisor. Em-
ployees must also be given an opportunity to
submit comments/appeals on ratings that are
lowered.

E. The recommendations of the higher level re-
viewers are submitted to the appointing power
for final approval. (Where the higher level
reviewer is the appointing power, steps D and
E are combined.) In determining a final rating,
the appointing power considers the basic fac-
tors outlined under D, although in larger de-
partments these considerations may necessarily
be very general in nature. The appointing pow-
er should also consider how the department's
ratings and rating patterns will affect any bonus
payments.

If the appointing power changes a rating, this
should be documented and communicated back
to the rater and the employee. When the rating
is lowered the employee must be given an
opportunity to submit comments or an appeal
before the rating becomes final.


